
BALTIMORE COUNTY 
OFFICE OF CENTRAL SERVICES 

Records MonogwMnt D i v i s i M 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE ND. 

C - 6 2 0 - A 1 

EM22 ND. 

1 o f 1 

B a l t i m o r e County O f f i c e o f P e r s o n n e l R e c o r d s Management D i v i s i o n 

AGENCY DIVISION 
ITEM 
NO. DESCRIPTION RETENTION 

1 5 . 

1 6 . 

1 7 . 

1 8 . 

T h i s a m e n d s S c h e d u l e N o . C 6 2 0 , d a t e d F e b . 1 7 , 1 9 8 8 . 

COMPUTER PRINTOUTS OF PAY INCREASES 
Shows a u t o m a t e d pay i n c r e a s e s i n c l u d i n g 
c o s t - o f - l i v i n g ( g e n e r a l i n c r e a s e s ) , m e r i t i n c r e a s e s 
( a n n u a l r e v i e w s and l o n g e v i t y i n c r e a s e s . 

ACTIVITY EDIT PRINTOUTS 
R e f l e c t s l e a v e a d j u s t m e n t s made t o e a c h e m p l o y e e ' s 
r e c o r d o n a pay c y c l e b a s i s 

LEAVE RESETS 
Y e a r l y summary d a t a o f l e a v e a c c r u a l s , u s a g e s , a n d 
b a l a n c e s . U s e d f o r a n n u a l a u d i t and r e f l e c t s a n y 
a d j u s t m e n t s made. Hard c o p y o n l y . 

AUDIT TRAILS 
A u d i t T r a i l s o f c h a n g e s made t o i n d i v i d u a l 
e m p l o y e e s ' r e c o r d o n a d a i l y b a s i s o n - l i n e o n t h e 
e m p l o y e e management i n f o r m a t i o n s y s t e m . 

P o s t c h a n g e s t o 
i n d i v i d u a l r e c o r d s and 
r e t a i n p r i n t o u t s f o r f i v e 
( 5 ) y e a r s , t h e n d e s t r o y 

R e v i e w e a c h p a y c y c l e 
f o r e r r o r s . V e r i f y dur infe 
a n n u a l a u d i t . R e t a i n twof 
( 2 ) y e a r s , t h e n d e s t r o y . 

R e t a i n c o r r e c t e d c o p y 
f o r t e n ( 1 0 ) y e a r s , t h e n 
d e s t r o y . 

R e t a i n h a r d c o p y f o r two 
( 2 ) y e a r s , t h e n d e s t r o y . 

SCHEDULE APPROVED BY 
RECORDS MANAGEMENT OFFICER 

DATE SIGNATURE 

SCHEDULE APPROVED BY 
COUNTY ADMINISTRATIVE OFFICER 

SCHEDULE APPROVED BY 
AGENCY,OR DIVISION REPRESENTATIVE 

SCHEDULE APPROVED BY 
STATE ARCHIVIST 

<>'• I (REV. 1 / 8 6 ) 



Ins t ruc t ions TYPE OR PRINT A | DEPARTMENT OF GENERAL SERVICES 
SEPARATE PORK FOR EACH NEW OR I RECORDS KAHAGEKENT DIVISION 
REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 
KITH RECORDS RETENTION SCHEDULE I P.O. BOX 275 

I JESSUP, MARYLAND 20794 

1. DEPARTMENT/AGENCY | 2. DIVISION 

P e r s o n n e l ' R e c o r d s M a n a g e m e n t 

AGENCY RECORDS INVENTORY 

PAGE 1 OF 3 

3. UNIT 

DEFINITION • RECORD SERIES A group of r e l a t ed records noraa l ly f i l ed and used as a uni t for reference as well as 
r e t en t ion and disposi t ion purposes • 

4. RECORDS SERIES TITLE 

A c t i v i t y E d i t P r i n t o u t s 

5 EARLIEST YEAR/LATEST YEAR 
1 9 8 7 / 1 9 8 9 c u r r e n t 

6. RECORDS SERIES DESCRIPTION (Brief ly describe the types of in fo raa t ion /docu ien t s / fo ras found in the s e r i e s . 
Include the purpose or function of the s e n e s j 

R e f l e c t s l e a v e a d j u s t m e n t s m a d e t o e a c h e m p l o y e e ' s r e c o r d s o n a p a y c y c l e 
b a s i s . S h o w s p a y r o l l e n d i n g d a t e o f l e a v e d e b i t o r r e - c r e d i t . 

7. R E C O R D S S E R I E S IORHAT(S) 

" I I LETTER SIZE [1 MICROFILM 

[] LEGAL SIZE 

(] BOUND BOOK 

[1 AUDIO TAPE 

COMPUTER TAPE 

FLOPPY DISK 

VIDEO TAPE 

jfckOTHEl (SPECIFY) 
c o m p u t e r p r i n t o u t 

p a p e r — 

RECORDS SERIES SEQUENCE 
[] ALPHABETICAL 

[] NUMERICAL 

XtJ CHRONOLOGICAL - r e v e r s e 
. d a t e 

( | GEOGRAPHICAL 

[] OTHER (SPECIFY) 

FILE IS USED 
i & t l DAILY (] WEEKLY MONTHLY 

- | j j = , 1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
^ { " ' ' C o u n t y O f f i c e B u i l d i n g 
M j i k O f f i c e o f P e r s o n n e l , 1 s t F l o o r 

R o o m 1 2 3 
15. ACCESS RESTRICTIONS [] YES x t l NO 

(If yes, c i t e law's) d p .qu la t ionfs ) 

17. IS AN INDEX SYSTEM USED? (If yes, explain b r i e f l y and 
describe any hardware/software) 

DYES j& NO 

9. VOLUME 

NUMBER 

FILE DRAWEH(S) 
MICROFILM REEL(S) 
COMPUTER TAPE(S) 
OTHER)SPECIFY) 

10. VOLUME 

NUMBER 

[] FILE DRAWER(S) 
[] MICROFILM REEL (S | 
[ ] COMPUTER TA?J(S) 
[J OTHER(SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
2 I] MONTH!S) 

NUMBER 
?]XYRAR{S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
[] YES l$XO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
XKKONE ( | STATE fl FEDERAL [] IHDEPr 'CZST 

18. RECOMMENDED RETENTION 
R e t a i n t w o ( 2 ) y e a r s p l u s c u r r e n t y e a r , 
t h e n d e s t r o y 

20. TELEPHONE NUMBER 9. NAME AND TITLE OF PREPARER 
J o . A n n e K m c e r [ 
C h i e f , P e r s o n n e l R e c o r d s 3 0 1 - 8 8 7 - 3 1 2 0 

I 21 . DATE 

I A p r i l 2 0 , 1 9 8 9 

DGS 550-4 (REVISED 2 / 8 7 ^ a n a g e m e n t 



Ins t ruc t ions TYPE OR PRINT A | DEPARTMENT OP GENERAL SERVICES 

SEPARATE PORK POR EACH NEW OS I RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 
KITH RECORDS RETENTION SCHEDULE I P.O. BOX 275 

| JESSUP, MARYLAND 20794 

1. DEPARTMENT/AGENCY i 2. DIVISION 

P e r s o n n e l ' R e c o r d s M a n a g e m e n t 

AGENCY RECORDS INVENTORY 

PAGE 2 OP 3 

I 3. UNIT 

DEFINITION - RECORD SERIES A group of re la ted records noraa l ly f i l ed and used as a uni t for reference as v e i l as 
re ten t ion and d ispos i t ion purposes 

4. RECORDS SERIES TITLE 
L e a v e R e s e t s 

| 5 EARLIEST YEAR/LATEST YEAR 
| 1 9 7 9 / 1 9 8 8 y e a r e n d i n g 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforaa t ion/docuaents / foras found in the s e r i e s . 
Include the purpose or function of the s e r i e s j 

Y e a r l y s u m m a r y d a t a o f l e a v e a c c r u a l s , u s a g e s a n d b a l a n c e s . U s e d f o r 
a n n u a l a u d i t a n d r e f l e c t s a n y a d j u s t m e n t s m a d e . O n l y h a r d c o p y o f t h e 
y e a r s u m m a r y . 

7. RECORDS SERIES FORHAT(S) 
| | LETTER SIZE [1 MICROFILM 

(j LEGAL SIZE 

( | BOUND BOOK 

(1 AUDIO TAPE 

; | COMPUTER TAPE 

1 PLOPPY DISK 

1 VIDEO TAPE 

J j - 1 OTHER (SPECIFY) 
c o m p u t e r P r i n t o u t 

RECORDS SERIES SEQUENCE 
[] ALPHABETICAL 

[] NUMERICAL 

CHRONOLOGICAL 

(1 GEOGRAPHICAL 

(1 OTHER (SPECIFY) 

l'l'.JILE IS USED 
% ( ] DAILY [] WEEKLY JdxKONTHLY 

; i 3 . CURRENT LOCATION(S) (BLDQ..FLQOR.ROOK) 
g o u n t y O f f i c e B u i l d i n g 
'Ijjcfice o f P e r s o n n e l , 1 s t F l o o r 
R o o m 1 2 3 

15. ACCESS RESTRICTIONS [] YES X t t NO 
(If yes, c i t e law's) k r»<julation(sl 

17. IS AN INDEX SYSTEM USED? (If yes, explain b r i e f l y and 
describe any hardware/software) 

(1 MS x f t NO 

9. NAME AND TITLE Of PREPARER ! 
Jo A n n e K l n c e r I 
Chief. Personnel Pennrdp 

9. VOLUME 

NUMBER 

[] FILE DRAWER!S) 
[] MICROFILM REEL(S) 
[] COMPUTER TAPB(S) 
I] OTHER(SPECIFY) 

10. VOLUME 

NUMBER 

FILE DRAKER(S) 
MICROFILM REEL (S) 
COMPUTER TA?E(S) 
OTHER(SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
1 0 [] M0NTH( S) 

NUMBER 
^?YEAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(1 YES (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS . ^ 
1 1 HONE (1 STATE f] FEDERAL [ ]..!HD!?r»*IKT' 

I n t e r n a l ' • 

18. RECOMMENDED RETENTION \ . 
R e t a i n c o r r e c t e d , . s i g n e d c o p y f o r t e n 
( 1 0 ) y e a r s , t h e n d e s t r o y 

20. TELEPHONE NUMBER 

3 0 1 - 8 8 7 - 3 1 2 0 

-| 
| 21 . DATE 

j A p r i l 2 0 , 1 9 8 9 

DGS 550-4(REVISED 2/B7) M a n a g e m e n t 



Ins t ruc t ions TYPE OR PRIST A I DEPARTMENT OF GENERAL SERVICES 

SEPARATE FORK FOR EACH NEK OR I RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORVARD | 7275 WATERLOO ROAD 
VITH RECORDS RETENTION SCHEDULE I P.O. BOX 275 

I JESSUP, MARYLAND 20794 

1. DEPARTMENT/AGENCY I 2. DIVISION 

P e r s o n n e l ' R e c o r d s M a n a g e m e n t 

AGENCY RECORDS INVENTORY 

PAGE 3 OF 3 

3. UNIT 

DEFINITION • RECORD SERIES A group of r e l a t ed records noraal ly f i l ed and used as a uni t for reference as v e i l as 
r e ten t ion and d ispos i t ion purposes • 

4. RECORDS SERIES TITLE 

F i l e M a i n t e n a n c e a n d A u d i t T r a i l s 

5 EARLIEST YEAR/LATEST YEAR 

1 9 8 3 / 1 9 8 9 c u r r e n t 

6. RECORDS SERIES DESCRIPTION (Brief ly describe the types of infornat ion/docuaents / foras found in the s e r i e s . 
Include the purpose or function of the series.) 

C o m p u t e r p r i n t o u t s r e f l e c t i n g a d j u s t m e n t s t o o n - l i n e p e r s o n n e l r e c o r d s . 
C u r r e n t l y p r i n t e d d a i l y t o s h o w a l l c h a n g e s m a d e . 

7. RECORDS SERIES FORMAT!S) 
- | | LETTER SIZE [] MICROFILM 

[1 LEGAL SIZE 

[ | BOUND BOOK 

[ I AUDIO TAPE 

COMPUTER TAPE 

FLOPPY DISK 

VIDEO TAPE 

|tkOTHER (SPECIFY) 
C o m p u t e r p r i n t o u t 

p a p e r 

FILE IS USED 
tfkMILY 

ft-.?• 

RECORDS SERIES SEQUENCE 
[ ] ALPHABETICAL 

[] NUMERICAL 

3 # CHRONOLOGICAL 

[] GEOGRAPHICAL 

[] OTHER (SPECIFY) 

(] WEEKLY Ij" MONTHLY 

W J ' , 1 3 . CURRENT LOCATION(S) (BLDG.,fL00R,ROOM) 
^ f e ^ C o u n t y O f f i c e B u i l d i n g 
l l & l g O . f f i c e o f P e r s o n n e l , 1 s t F l o o r 
S J f f f i R o o m 1 2 3 

•s5>'15. ACCESS RESTRICTIONS [] YES JKNO 
(If yes, c i t e law's) (i r aqu la t ion( s ) 

17. IS AN INDEX SYSTEM USED? (If yes , explain b r i e f l y and 
describe any hardware/software) 

11 I K Jck N O 

9. VOLUME 

NUMBER 

[] FILE DRAWER!S) 
[] MICROFILM REEL(S) 
[} COMPUTER TAPE(S| 
(] OTHER(SPECIFY) 

10. VOLUME 

NUMBER 

FILE DRAWER)S) 
MICROFILM REEL (S) 
COMPUTER TA?S(S) 
OTHER(SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
5 [] M0N7H(S) 

NUMBER 
^YEAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
[ | YES J O C N O ( i f y e s , specify Agency or Office) 

16. AUDIT REQUIREMENTS 
11 SOS! [J STATE I] FEDERAL [) I H D E P ^ r i S T 

I n t e r n a l a u d i t o r s 

18. RECOMMENDED RETENTION 
R e v i e w d a i l y . R e t a i n p r i n t o u t s f o r 
f i v e ( 5 ) y e a r s , t h e n d e s t r o y . 

9. NAME AND TITLE OF PREPARER I 
J o A n n e K i n c e r i 
C h i e f , P e r s o n n e l R e c o r d s 

20. TELEPHONE NUMBER 

3 0 1 - 8 8 7 - 3 1 2 0 

21. DATE 

j A p r i l 2 0 , 1 9 8 9 
DGS 550-4]REVISED 2/87) M a n a g e m e n t 



ins t ruc t ions TYPB OR PRINT A 
j 
| DEPARTMENT OF GENERAL SERVICES 

SEPARATE FORK FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION 

REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE i P.O. BOX 275 

| JESSUP, MARYLAND 20794 

1. DEPARTNENT/AGENCY I 2. DIVISION 

PERSONNEL RECORDS 

AGENCY RECORDS INVENTORY 

PAGE 1 OF 1 

3. UNIT 

DEFINITION • RECORD SERIES A group of r e l a t e d records noraal ly f i l ed and used as a uni t for reference as well as 
re ten t ion and d i spos i t ion purposes 

4. RECORDS SERIES TITLE 

AUDIT TRAILS 
5 EARLIEST YEAR/LATEST YEAR 

1 9 8 5 / 1 9 9 0 

6. RECORDS SERIES DESCRIPTION (Brief ly describe the types of inforoa t ion/docuoents / for i s found in the s e r i e s . 
Include the purpose or function of the se r i e s ) 

AUDIT TRAILS OF CHANGES MADE TO INDIVIDUAL EMPLOYEES1 RECORDS ON A DAILY BASIS ON-LINE 
ON THE EMPLOYEE MANAGEMENT INFORMATION SYSTEM 

7. RECORDS SERIES FORMAT)S) 
M LETTER SIZE [] MICROFILM 

LEGAL SIZE 

BOUND BOOK 

AUDIO TAPE 

COMPUTER TAPE 

FLOPPY DISK 

VIDEO TAPE 

l i OTHER (SPECIFY) 

COMPUTER BAR PAPER 

RECORDS SERIES SEQUENCE 
[ j ALPHABETICAL 

[] NUMERICAL 

^CHRONOLOGICAL 

[) GEOGRAPHICAL 

I I OTHER (SPECIFY) 

9. VOLUME 

NUMBER 

FILE DRAWER)S) 
MICROFILM REEL(S) 
COMPUTER TAPE(S) 
OTHER(SPECIFY) 

11.FILE IS USED 
[) DAILY WEEKLY kkMNTHLY 

13. CURRENT LOCATION)S) (BLDG.,FLOOR,ROOM) ROOM 1 2 3 
COUNTY OFFICE BUILDING 

15. ACCESS RESTRICTIONS M YES | ) NO PERSONNEL & 
(If yes, c i t e law(s) t r t g u l a t i o n ( s ) LEAVE RECORDS 
ARE SENSITIVE 

17. IS AN INDEX SYSTEM USED? (If yes , explain b r i e f l y and 
describe any hardware/software) 

[ ] YES NO 

9. NAME AND TITLE OF PREPARER 
J o A n n e K i n c e r 
P e r o o n n o l A n a l y s t 

20. TELEPHONE NUMBER 

8 8 7 - 3 1 2 0 

10. VOLUME 

NUMBER 

FILE DRAWER!S) 
MICROFILM REEL (S) 
COMPUTER TAPE(S) 
OTHER(SPBCIFY) 

12. FILE BECOMES INACTIVE AFTER 
1 (1 KONTH(S) 

NUMBER 
* 1 YEAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
[1 YES M KO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
(bcPB [ ] STATE FEDERAL (1 INDEPENDENT 

18. RECOMMENDED RETENTION 

TWO ( 2 ) YEARS PLUS CURRENT YEAR 

I 21 . DATE 

I F e b r u a r y 5 , 1 9 9 0 

DGS 550-4(REVISED 2/87) 


